POLICY

New Orleans Police Department
1041 Policy Manual

SECONDARY EMPLOYMENT

1041.1 PURPOSE AND SCOPE

The purpose of this directive is to establish departmental policy regarding secondary
employment (previously referenced as “paid details”).

1041.2 POLICY

It shall be the policy of the New Orleans Police Department to afford members in good standing
the ability to supplement their income by engaging in authorized secondary employment as
assigned through the City’s Office of Police Secondary Employment (“OPSE”). Members
providing secondary employment services to an individual or business shall be governed by
those policies established by both NOPD and OPSE as it relates to their employment, as well as
all other departmental rules, policies and procedures. Permission to work secondary
employment is not an inherent right; but rather a privilege that can be granted at the discretion
of the department to those commissioned police officers and certain non-commissioned
employees who maintain high professional standards. Any attempt to circumvent or
circumventing the requirements of this policy governing secondary employment or the policies
established by the OPSE shall subject officers to discipline as warranted, up to and including
dismissal.

Employees or Reserve members working secondary employment do so as representatives of
the New Orleans Police Department. Since public perception, moral character, and public
associations are affected by the overall professional appearance of its’ members, it shall be the
policy of the Superintendent of Palice to require all secondary employment coordinated through
the OPSE be reviewed and approved by his office for appropriateness. All members shall be
subject to recall at any time for emergencies, special assignment and/or overtime duty.

1041.3 DEFINITIONS

Availability List: Any list(s) established and maintained by the Office of Police Secondary
Employment that contains the names, phone numbers, and available times of NOPD members
who volunteer for off-duty employment.

Customer Representative: The person duly designated by the customer to be his or her on-
site representative for the purpose of communicating and, as appropriate, directing the
operational employment of hired officers to achieve the customer’s security objectives.

OPSE Control Number: Administrative number provided by the Office of Police Secondary
Employment.

Reviewing Authority: The supervisors in the member’s chain of command who are required to
approve or disapprove a member’s Secondary Employment Agreement and Authorization Form
(OPSE/NOPD Form Per-1).
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Revocation: Cancelling or withdrawing previously approved Secondary Employment Agreement
and Authorization.

Secondary Employment: The off-duty employment, for compensation, of any department
member by another individual, business, establishment, or organization where the member is
performing the duties of a police officer or a function of the police department. For the purpose
of this policy, compensation means the total amount of monetary and non-monetary pay,
however slight the value, whether tangible or intangible, provided to a member of the NOPD or
a third party intermediary on the NOPD member’s behalf by an employer or the employer’s
proxy in return for work performed as required.

Split Shift: For the purposes of secondary employment, the term ‘split shift’ refers to an
interruption of scheduled regular duty hours with the use of leave benefits and returning to
regular duty status within the same scheduled shift to complete a tour of duty.

1041.4 GENERAL

The City of New Orleans has established an Office of Police Secondary Employment (“OPSE”)
to independently administer and manage secondary employment. OPSE shall be this agency’s
sole contact source responsible for coordinating all elements and services relating to secondary
employment assignments. An individual or business representative contacting an NOPD
member directly for the purposes of establishing a secondary employment service shall be
referred by the contacted officer to OPSE for assistance. Secondary Employment opportunities
shall be assigned and distributed as equitably as possible though procedures established by
OPSE. NOPD commissioned employees, civilian employees or reserve members shall
not individually or cooperatively coordinate secondary employment opportunities.

New Orleans Police Department members shall only work secondary employment assignments
coordinated through the OPSE. NOPD members interested in working secondary employment
assignments must:

a) Complete on-line OPSE/NOPD Form Per-1 / Secondary Employment Agreement and
Authorization (http://opseregistration). All NOPD members must complete this form in order
to be considered for a secondary employment opportunity. Registration shall remain valid
for one (1) calendar year from the date the form is processed by OPSE;

b) Comply with procedures described in this regulation associated with secondary employment
tracking, to include obtaining an item number, reporting location, and secondary
employment logging procedures;

c) Follow OPSE procedures to accurately record the hours worked by each secondary
employment member. Any forms designed for this purpose must be signed by both the
employer and secondary employment member. NOPD members may not sign for anyone
but themselves;

d) Agree to work the hours specified by the OPSE. Members are expected to arrive on time
and leave only when properly relieved by the OPSE coordinator or operations manager,
dismissed by the employer, or if ordered by a supervisor. NOPD members shall not
establish their own hours;

e) Comply with payroll procedures as established by the OPSE
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The NOPD Compliance Standards Section shall serve as direct liaison between NOPD and
the OPSE. Only those members registered with the Compliance Standards Section shall be
eligible for secondary employment assignments through OPSE. Once registered, it is the
responsibility of individual member to notify both the NOPD Compliance Standards Section and
Office of Police Secondary Employment regarding any changes in assignment status, contact
information, etc.

OPSE shall be responsible for coordinating the selection of NOPD members used to fill
secondary employment openings. OPSE shall maintain an availability list containing the names,
phone numbers, and available times of employees who have indicated an interest in working
secondary employment as provided through the NOPD Compliance Standards Section.
Department members are prohibited from contacting the OPSE directly to request
specific secondary employment assignments.

The collection of all fees associated with an individual or business entity contracting secondary
employment services shall be managed by OPSE.

NOPD members working secondary employment assignments shall receive compensation for
their service through payroll procedures administered by OPSE. NOPD members are not
authorized to accept compensation from any individual or business entity contracting
secondary employment services, except as arranged by and processed through the
Office of Police Secondary Employment, in accordance with Louisiana Code of
Governmental Ethics.

Although all secondary employment worked by members is coordinated through OPSE, the
Superintendent of Police, or his designee, reserves the right to review all secondary

employment assignments coordinated through OPSE for suitability, conflicts of interest, and
other considerations where the presence of a department member may not be appropriate.

Decommissioned, restricted commissioned, or suspended members, cannot accept or engage
in secondary employment.

Regardless of any scheduled secondary employment assignment coordinated through OPSE,
members shall not engage in a secondary employment assignment while absent in the following
status: sick; Injured on Duty (1.0.D.); Workmen’s Compensation; Maternity Leave; Leave
Without Pay (LWOP); or Suspended or under Administrative Reassignment with a restricted
police commission. Members must return to full duty status and have completed a full tour of
duty prior to working a secondary employment opportunity.

Should a member working a secondary employment assignment be required to leave a
secondary employment location before the scheduled end time based on exigent
circumstances, the secondary employment member shall be responsible for notifying OPSE as
to the reason and exact time he/she left the assignment. If OPSE indicates they will be unable
to staff a replacement for the secondary employment position for the remainder of the
assignment, the member shall contact a supervisor from the district where the assignment is
being worked to request assistance with additional patrols or coverage, as calls for service
permit. Members should be cognizant of their normal work schedule and court commitments
when accepting secondary employment assignments through OPSE.

Page 3 0of 13
Effective 12/17/13



New Orleans Police Department

Policy Manual

Policy 1041 - Secondary Employment

Only a P.O.S.T. certified commissioned member who has successfully completed his/her F.T.O.
training and has achieved permanent status as Civil Service “Police Officer I” may work police
related secondary employment assignments unsupervised.

a) P.O.S.T. certified commissioned members have who completed F.T.O. training, but have not
obtained the permanent status of Civil Service “Police Officer I”, may work secondary
employment if supervised by a ranking officer at the grade of sergeant or above.\

b) P.O.S.T. certified commissioned members hired as lateral transfers successfully completing
F.T.O. training may work authorized secondary employment unsupervised.

Commissioned ‘Reserve’ officers are allowed to register for and work secondary employment
assignments through the OPSE. However, the following limitations and restrictions shall apply
to all Reserve members:

a) Plain clothes secondary employment coordinated through the OPSE must be approved by
the Superintendent of Police or his designee prior to allowing any Reserve member to work
a secondary employment assignment in plain clothes.

b) Reserve officers shall not work secondary employment for their current employer.

c) Reserve officers shall not work secondary employment during the first year after graduation
from the Reserve Police Academy.

d) Reserve officers who volunteer a minimum of thirty-six (36) hours in a calendar month are
eligible to work a maximum of twenty-eight (28) hours of secondary employment in the
following calendar month. (For example, a reserve officer who volunteers 36 hours in
August will be eligible to work a maximum of 28 hours of secondary employment in
September.)

e) Reserve officers who volunteer a minimum of forty (40) hours in a calendar month will be
eligible to work a maximum of thirty-two (32) hours of secondary employment the following
calendar month.

f) Reserve officers shall follow the same OPSE agreement and authorization procedure as
established for full-time employees of the Department (OPSE/NOPD Form Per-1). The
Secondary Employment Agreement and Authorization Form shall be submitted to the
Commander of the Reserve Division for approval and forwarding through the chain of
command.

g) Reserve officers shall attach a copy of their monthly time report to OPSE/NOPD Form Per-1.

h) Reserve officers shall follow all policies and procedures of the New Orleans Police
Department and the Reserve Division while working secondary employment.

i) Reserve officers are prohibited from coordinating secondary employment for any member of
the department, either regular or reserve. Reserve officers are also prohibited from
individually or cooperatively coordinating secondary employment and from collecting fees for
secondary employment except as managed by through OPSE.

Members authorized to work secondary employment may perform or engage in authorized
assignments only during the hours they would normally be off-duty. Members may accept and
work a secondary employment opportunity on an authorized leave day.

Members are authorized to work secondary employment only in Orleans Parish, with the
specific exception of members working traffic escorts coordinated and assigned by OPSE.
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While working secondary employment, members shall be governed by uniform policies and
procedures, which include, but are not limited to:

a) Members working a uniformed assignment will be attired in the full Class A or B
winter/summer uniform and armed with an authorized weapon. The secondary employment
member will conform to all department policies and procedures governing uniforms and
appearance.

b) Members are not authorized to work secondary employment assignment in the Task Force
uniform.

¢) Plain clothes secondary employment assignments coordinated through the OPSE must be
approved by the Superintendent of Police or his designee prior to allowing any member to
work an assignment in plain clothes.

d) Members working secondary employment assignments involving traffic control or as
otherwise directed by a supervisor shall wear his/her traffic control vest while performing
these duties.

e) Civilian members working secondary employment shall be attired in their uniform of the day
as directed by a supervisor.

Secondary employment by NOPD personnel will be limited to a maximum of twenty-four (24)
hours per seven day work week (Sunday through Saturday). Exceptions to the hour limitation
may be granted for major special events where manpower requirements are so intensive that
sufficient resources may not be available for the safe operation of the event (e.g. — Jazz Fest,
Mardi Gras, etc.). Application for such an event exception will be made in advance via
interoffice correspondence (NOPD Form 105) by a member or event commander which
estimates the number hours a member may exceed the maximum threshold and forwarded
through appropriate chain of command for final approval by the Superintendent of Police.
Assignments in excess of the 24 hour limitation cannot be worked until the exception is pre-
approved by the Superintendent.

No member, including Reserves, shall work more than sixteen (16) hours within a 24-hour
period. (The 24-period begins the first time the member reports for either regular duty or
secondary employment, after his/her eight (8) hour minimum rest period.) These hours are
cumulative and include normal scheduled work hours, overtime, off-duty secondary
employment, or outside employment.

A commissioned member working a secondary employment assignment shall be responsible
for conducting any police investigation, excluding traffic accidents, within the boundaries of the
assignment area, including parking lots and exterior areas, and  will be responsible for writing
all reports unless the investigation is of such magnitude as to substantially remove the member
from the assignment area or would significantly curtail their duties. A supervisor from the district
of the secondary employment assignment shall ordinary make this determination. Field
Operations Bureau officers shall assist in the transportation of arrested subjects for members
working a secondary employment assignment.

a) If the member is assigned a unique radio call number, the member will use that number as
the primary car number for the secondary employment item number. If the member does
not have a unique radio call number, he/she will use his/her badge number as their radio call
number and give the dispatcher his/her name and place of assignment for entry under the
item number compliant history.
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b) Members will submit a written incident report in connection with a secondary employment
assignment through his/her normal supervisory chain of command. All reports, including
state arrest reports, are processed through the member’s regular place of assignment,
including the receipt of the report to the District Attorney’s Office. The approving supervisor
shall forward a copy of the approved report to the commander of the district where the
incident occurred within seventy-two (72) hours of the incident.

c) When a member working an authorized assignment is required to investigate an incident
classified as a UCR crime, the member will immediately notify the on-duty supervisor in the
district of occurrence by radio or by telephone to brief the supervisor regarding the
circumstances involving the incident.

d) Department vehicles, when authorized for road construction or other traffic assignments,
shall be used to enhance safety and visibility in or around the secondary assignment area.
Vehicles shall supplement and not replace dismounted traffic control responsibilities.

1041.5 INSTRUCTIONS

1041.5.1 Requesting Member

Any member interested in working secondary employment must first register with the Office of
Police Secondary Employment by completing a “Secondary Employment Agreement and
Authorization Form” (OPSE/NOPD Form Per-1) in accordance with listed instructions.

The member shall submit a signed and dated copy of OPSE/NOPD Form Per-1, along with a
copy of the member’s attendance record for the previous twelve (12) months, through their
chain of command for final approval by the Superintendent of Police, or his designee.

1041.5.2 Supervisor Review

It is the responsibility of the member’s immediate supervisor, District or Division Commander
and Bureau Deputy Superintendent to ensure OPSE/NOPD Form Per-1 is correctly and
accurately completed. Each reviewing supervisor in the requesting member’s chain of
command shall consider the following when reviewing the Secondary Employment Agreement
and Authorization Form:

a) The thoroughness and accuracy of employee information entered under the Personal
Information, Contact Information and Work Information sections of the form;

b) The thoroughness and accuracy of entries related to Certifications (NOTE: If the requesting
member is a “Police Officer 17, each reviewing authority shall confirm the requesting
member achieved permanent “Police Officer 1” status. All members of “Police Officer 1”
rank are required to complete the “Date Off FTO” section listed under Certifications);

¢) The member has ‘initialed’ all relevant acknowledgements;

d) The form has been signed and dated by the member;

e) The requesting member’s overall attendance record over the previous twelve (12) months.
All sick leave usage is considered, including those instances which are documented; and

f) The requesting member’s overall work performance, including productivity and
disciplinary record.

If a reviewing supervisor does not approve an OPSE/NOPD Form Per-1, he/she shall note the
reason(s) for disapproval (such as poor attendance record, poor performance, disciplinary
problems, etc.) on the form and continue routing through the chain of command for final
consideration by the Superintendent of Police. A copy of the disapproved form shall be
forwarded to the requesting member and the NOPD Compliance Section by the supervisor not
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approving the request, including the reason(s) for disapproval. The member has the option of
appealing the disapproved request using the procedure outlined in this policy.

The Superintendent’s Office shall forward the completed Secondary Employment Agreement
and Authorization Form (OPSE/NOPD Form Per-1) to the NOPD Compliance Section. The
Compliance Section shall file the original form and forward copies to both OPSE and the
member’s Deputy Superintendent. The member’s Deputy Superintendent shall distribute a copy
of the form as follows:

a) Member's Commanding Officer for filing in the member’s personnel file; and
b) Requesting member.

Immediate supervisors and Division/District Commanders are responsible for conducting
periodic performance reviews of a member under their command who has been previously
approved to work secondary employment as assigned through OPSE. The purpose of this
review is to assess the member’s suitability to continue to work secondary employment
assignments during the one (1) calendar year edibility period granted under the OPSE
registration process. The performance review shall include assessments of sick usage (both
documented and undocumented), overall attendance record, disciplinary actions, and employee
evaluation records.

1041.5.3 Revocation

A previous authorization to work secondary employment through OPSE may be revoked at any
time by the member’s immediate supervisor, Division/District Commander, Deputy
Superintendent, or the Superintendent of Police. The supervisor electing to revoke a previous
authorization shall immediate notify the NOPD Compliance Section of their intent. The
Compliance Section shall in turn notify OPSE that the effected member is to be removed from
their secondary employment eligibility list until further notice.

a) Inthe case of such revocation, the member shall:

1) Immediately be provided verbal notice by a supervisor that the member’s secondary
employment privilege has been revoked and the reason for this action;

2) Be provided written notice by a supervisor as to the reasons(s) for the revocation within
seven (7) days of the revocation via interoffice correspondence (NOPD Form 105);

3) Sign the NOPD Form 105 acknowledging its contents.

b) The signed form shall be forwarded to the Compliance Section via the chain of command. A
copy of the NOPD Form 105 shall be sent to each reviewing authority listed on the
Secondary Employment Agreement and Authorization Form (OPSE/NOPD Form Per-1).

¢) The revocation becomes effective immediately upon verbal notification. The member has
the option of appealing a revocation order using the procedure outlined in this policy.

d) Additionally, a member may be relieved of his/her position during the course of the
secondary employment assignment by any ranking member if the member is performing
duties contrary to the guidelines set forth in this policy or the member appears unfit to
perform said duties. Any supervisor initiating such action shall immediately contact the
Compliance Section for instructions and/or assistance.
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1041.5.4 Appeals

To seek reconsideration of a secondary employment disapproval or revocation, the effected
member may appeal the decision in writing directly to the Superintendent of Police. In order to
be considered, written appeals must be made within ten (10) days of the date of notice of
disapproval or revocation. The Superintendent of Police is the final arbiter of any appeal.

1041.6 SECONDARY EMPLOYMENT TRACKING / LOGGING PROCEDURES
All NOPD members working an authorized secondary employment shall, within thirty (30)
minutes of the start of the assignment, call (504) 671-3680 in order to provide NOPD
Communications with:

a) Secondary employment location;

b) His/her name;

c) Badge number

d) NOPD Employee ID Number (Located on Commission);

e) Secondary employment phone number (If a phone number is not available, the officer must
advise the operator which radio dispatch or special event channel he/she will be monitoring
for the duration of the assignment); and

f) Estimated end time of the secondary employment assignment.

All NOPD members working an authorized secondary employment assignment shall, within
thirty (30) minutes following the end of the assignment, call NOPD Communications at (504)
671-3680 to provide the operator with original item number assigned and close the item.

The Communications Operator shall be responsible for:

a) Generating a ‘secondary employment’ item number and providing the NOPD member with
the item number. (Members shall not contact the dispatcher or Command Desk via radio to
generate a secondary employment item number or be authorized to generate his/her own
assignment item number via the MDT system.)

b) Holding the secondary employment item number in a ‘pending’ status until the last NOPD
member working at the assignment location calls (504) 671-3680 and closes the item.

Communication notification requirements specified in the previous paragraphs shall be made in
accordance with the following staffing guidelines:

a) If a ranking supervisor is working the secondary employment assignment, notification
requirements previously specified will be made by the highest ranking supervisor. The
supervisor shall provide Communications with the necessary information for all members
working the assignment.

b) If there is no ranking supervisor working the secondary employment assignment,
notifications will be made by the most senior officer. Seniority is determined by the officer's
rank (i.e.: PO [; II; lIl; IV) then by years of service. The senior officer shall notify everyone
working the assignment of the item number.

¢) The reporting of secondary employment requiring five (5) or more officers will be made by
the most senior ranking supervisor working the assignment. The supervisor will supply
his/her information as required above and provide Communications with only the total
number of officers working the assignment.
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It will be the responsibility of each officer working secondary employment to record their
assignment via the ‘NOPD Applications’ website page under the ‘Paid Detail Log’ tab. Members
shall complete this entry WITHIN THE FIRST HOUR OF THEIR NEXT TOUR OF DUTY, unless
a delay is authorized by a supervisor due to exigent circumstances.

However, log requirements shall be completed prior to the conclusion of the member’s
tour of duty. A minimum 15 minute time frame must be allowed for travel to and from
secondary employment assignments.

District supervisors and Integrity Control Officers shall make themselves aware of the locations
of active secondary employment assignments their respective districts and will conduct in
person inspections of secondary employment sites based upon the frequency worked.
Observed violations shall be communicated to the OPSE coordinator or operations manager
and handled in accordance with established disciplinary procedures. Supervisors who receive a
citizen complaint regarding a member’s performance while working a secondary employment
assignment shall contact the Compliance Section for assistance and shall notify the OPSE
coordinator or operations manager.

1041.7 SECONDARY EMPLOYMENT MINIMUM SUPERVISORY

REQUIREMENTS
The minimum supervisory requirements for secondary employment assignments are:

a) Secondary employment requiring the simultaneous or overlapping schedule of one (1)
officer up to four (4) officers may be worked without a ranking officer, with the most senior
officer accepting responsibility for the assignment related notifications.

b) Secondary employment requiring the simultaneous or overlapping schedule of five (5) to
nine (9) officers shall have at least one (1) ranking officer of at least the grade of sergeant or
lieutenant.

c) Secondary employment requiring the simultaneous or overlapping schedule of ten (10) to
fourteen (14) officers shall have at least two (2) ranking officers of at least the grade of
sergeant or lieutenant.

d) Secondary employment requiring the simultaneous or overlapping schedule of fifteen (15) to
nineteen (19) officers shall have at least two (2) ranking officers of at least the grade of
sergeant and one (1) supervisor of at least the grade of lieutenant.

e) Secondary employment requiring the simultaneous or overlapping schedule of twenty (20) to
twenty-four (24) officers shall have at least three (3) ranking officers of at least the grade of
sergeant and one (1) supervisor of at least the grade of lieutenant.

f) Secondary employment requiring the simultaneous or overlapping schedule of twenty-five
(25) to twenty-nine (29) officers shall have at least three (3) ranking officers of at least the
grade of sergeant and two (2) supervisors of at least the grade of lieutenant.

g) Secondary employment requiring the simultaneous or overlapping schedule of thirty (30)
officers or more shall have supervisory coverage in addition to that specified above based
on the following graduated scale:

1) One sergeant or above for every five (5) members;
2) One lieutenant or above for every two (2) sergeants;
3) One captain or above for every three (3) lieutenants.
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Sergeants and Lieutenants are allowed to back-fill police officer positions; however, those
supervisors electing to fill such a vacancy would be eligible for compensation at the hourly rate
approved for the police officer position. Captains or above shall only be allowed to fill open
vacancies at a staffing level equivalent to a Captain’s position.

1041.8 COMPLAINTS / UNSATISFACTORY PERFORMANCE

Complaints received by the OPSE from a secondary employment assignment employer relative
to the unsatisfactory performance of a NOPD member working an assignment shall be referred
by the OPSE to the NOPD Compliance Office for preliminary investigation to determine if the
employee has committed a violation of departmental policy or procedure.

a) If warranted, corrective/disciplinary action may be taken by the Compliance Office, or the
information may be turned over to the member’s District/Division Commander or Public
Integrity Bureau, as appropriate, for additional investigation in accordance with established
procedures.

b) Information related to such complaints shall be recorded and maintained by the Compliance
Section and Public Integrity Bureau.

c) All conversations and actions between the OPSE and the secondary employment
assignment employer registering a complaint shall be documented by a supervisor assigned
to investigate the complaint.

d) The NOPD Compliance Section shall periodically update to the Director of the OPSE as to
the progress or final status of complaint investigations involving secondary employment
assignments.

An on-duty supervisor performing inspection at a secondary employment site shall take
appropriate disciplinary action for any departmental violation involving a secondary employment
member’s performance. Should the supervisor believe the violation warrants the immediate
removal of the member from the assignment; the supervisor shall contact the NOPD
Compliance Section to determine the appropriate course of action. Whenever it becomes
necessary to relieve a secondary employment member from assignment, a supervisor from the
Compliance Section shall contact the OPSE to notify them of the action being taken and the
exact time the member was relieved. If the OPSE is unable to staff a replacement for the
duration of the assignment, a Compliance Section supervisor shall contact a supervisor from the
district where the assignment is being worked to request assistance with additional patrols or
coverage, as calls for service permit.

Should an on-scene inspection of a secondary employment site reveal the nature of the
assignment or business being conducted at the location is contrary to established guidelines;
the supervisor conducting the inspection shall immediately notify the NOPD Compliance
Section. The Commander of the Compliance Section shall assist in making a determination as
to whether or not the assignment conforms to department standards. If it is determined that the
assignment does not conform, the Compliance Section shall immediately notify the OPSE that
the secondary employment assignment is being suspended and that no additional NOPD
members shall be allowed to work the assignment pending a formal review.

1041.9 USE OF DEPARTMENTAL VEHICLES FOR SECONDARY EMPLOYMENT
The Office of Police Secondary Employment must approve any use of a departmental vehicle or
other specialized equipment being used in the course of a secondary employment assignment.
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Department vehicles shall be provided only to perform a practical service associated with the
specific assignment, not for the “comfort” of the member.

NOPD Management Services Bureau’s Fleet & Equipment Services Section shall be
responsible for establishing a system for coordinating the availability of vehicles for secondary
employment assignments as authorized for use through OPSE. Vehicles will only be assigned
to members if required in the course of providing assignment support services, not simply for
the convenience of traveling to and from assignments.

Members who are assigned an authorized take-home vehicle in accordance with C.A.O. Policy
Memorandum No. 5(R) shall record their vehicle information on OPSE/NOPD Form Per-1 where
indicated and may use their vehicle in support of secondary employment services when
approved by the OPSE, except as stipulated under ‘paragraph 42’ of this policy.

NOPD employees shall be responsible for the proper care and maintenance of all equipment
issued or assigned to them and shall exercise all due precautions to prevent theft, loss, or
damage.

Unmarked vehicles shall not be used for secondary employment traffic escort assignments.

1041.10 RESTRICTIONS

NOPD employees shall not be permitted to select substitutes or allow another  employee to
work an assigned secondary employment position in place of the employee scheduled by the
OPSE.

Members of the New Orleans Police Department are prohibited from participating in the
solicitation or coercion and the individual coordination of secondary employment opportunities.

Department members are prohibited from knowingly participating in, or soliciting the creation of,
any corporation, company, trust, fund, or cooperative banking account for the purpose of billing,
receiving compensation, or coordinating the services of secondary employment.

NOPD members shall not be authorized to provide secondary employment services for City
agencies or any of its political subdivisions. Departments or agencies requiring police service
enhancements shall be covered under ‘City Rolls’ assignment or approved overtime
reimbursement.

No employee working secondary employment assignment can supervisor another employee of
higher rank.

Members are not permitted to engage in secondary employment inside a bar, lounge, alcoholic
beverage outlet (ABO), and establishments where the primary source of revenue is derived from
the sale of alcoholic beverages consumed on the premises.

Members shall not work an assignment that will interrupt or occur during the employees
assigned on-duty NOPD shift. In order to avoid any disruption in regularly scheduled
police services, members are prohibited from accepting secondary employment
assignments that would require a split shift.
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Members shall not work for a company or business which provides private guard services,
brokers, or individuals who profit from the services of a secondary employment member.

Members are not authorized to perform the below listed types of secondary employment:

a) Any employment where a conflict of interest with the City can reasonably be demonstrated,
which include, but are not limited to, Psychological Stress Evaluation, Computerized Voice
Stress Analysis, and Polygraph examinations;

b) Private investigators;

c) Bartenders, cocktail waiters or waitresses;

d) Doormen, bouncers, barkers, or ticket takers;

e) Bail bond or bonding companies, or agents for same (bounty hunters);

f) Collection agent for any person or entity; or

g) Courier for the transportation of cash, receipts, or deposits for individuals or entities;

h) Chauffer services; except where chauffer services to public officials, executives or
celebrities is secondary to a primary purpose of security. Notwithstanding the foregoing
prohibition, motorcycle escorts for chauffer services and limousines is permitted,

i) Security at “sexually oriented” businesses;

i) Employment requiring that the employee act as a civil process server; and

k) Security at pawn shops

NOPD employees are prohibited from working secondary employment that conflicts with the
employee’s NOPD duties and ethical obligations. Prohibitions include:

a) Representing anyone before any court or agency of the City of New Orleans, with or without
compensation, on a matter in which the City of New Orleans is a party or has a substantial
interest;

b) Serving as an expert witness in his or her private capacity in any civil or criminal proceeding
in which the City of New Orleans is a party or has a substantial interest;

c) Working secondary employment during court hours while the employee is under a conflicting
subpoena;

d) Disclosing confidential information acquired in an official capacity to any secondary
employer;

e) Using on-duty time to conduct investigations or take other law enforcement action on behalf
of a secondary employer, where there would be an actual conflict of interest or appearance
of a conflict of interest.

Members of the New Orleans Police Department are prohibited from working secondary
employment or outside employment in any facet of land-based or river boat casino-type gaming
establishment without prior approval of the Superintendent of Police including but not limited to:

a) parking lots and or shuttle locations owned or leased by any casino or gaming consortium;
or

b) providing security for patrons attending or department land based or river boat gaming
establishments.
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Members of the New Orleans Police Department are prohibited from working secondary
employment or outside employment in any facet of the electronic and/or video poker industry,
including maintenance or servicing video poker machines, without prior approval of the
Superintendent of Police.

NOPD employees working secondary employment are not permitted to receive any
compensation, either cash or in-kind, including bonuses or gifts, unless such compensation,
bonus, or gift, is provided through and documented by the Coordinating Office and is in
accordance with the Louisiana Ethics Code for public employees. Nominal compensation in the
form of food or beverages is permitted in accordance with the Louisiana Ethics Code for public
employees.

Travel time to and from secondary employment shall not be compensated, unless it involves
specialized patrol services or use of specialized equipment.

NOPD employees are not permitted to solicit secondary compensation or employment.
Individuals or entities seeking to retain the services of NOPD employees for secondary
employment must contact the OPSE.
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Control Number:

City of New Orleans
Secondary Employment Agreement and Authorization Form

New Orleans Police Department (NOPD) employees seeking secondary employment through the Office of Police Secondary Employment (OPSE)
must provide the following administrative data as a condition of eligibility. Information will be used and maintained solely by authorized staff to
schedule, manage, and process payments for work performed. All applicable information must be truthfully and accurately provided before the
applicant will be added to the roster of employees eligible for secondary employment. Omissions, falsifications, or inaccuracies are grounds for

removal from the eligible employee roster and/or initiation of NOPD discip actions.

Personal Information
Last Name: First § MI: _ Suffix: _

Rank: Date of Rank: (\ Network User ID:
SSN: Employee ID: % Sex

] Active NOPD Officer [ Reserve NQPD

O Civilian NOPD Employee

Contact Information Regtctted
Work Landline Phone: Home Landline Phone: |
Work Mobile: A Personal Mobile: O

Work email: <\\\\ Personal email: O
Work Information Q/?

Division/District of assignment: Section: Supervisor:
Current Regular work schedule: (Platoon Shift)
0 1" Watch O 2™ watch O 3" watch
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Start
End
Additional Description of schedule
Does employee have an assigned NOPD “Take Home” Vehicle: (1 No [ Yes - If Yes, Vehicle A# Marked [0 Unmarked [J
o a o
«Galesaipdlopseregistration” to complete on-line regisiraionss:
[ Academy Grad  Date [ Motorcycle  Date [ Bicycle Date
Op.OST. Date O Scooter Date O Horse mount Date
[ P/O 1: Off FTO Date [J Segway Date k-9 Date
Work Preferences:
I All jobs for which I’'m eligible [0 Retail/restaurant/hotel [ Security patrol/taxing district
O Major special events O Traffic/construction/infrastructure repair [ Private events
[0 Bank/school/church/hospital O Traffic escort (SOD Trafficonly) O K9 (K9 only) O All others
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1 recognize and accept that permission to work secondary employment is a privilege being provided to me as a member in good standing of the New Orleans
Police Department and that while representing this agency and the City of New Orleans | am expected to perform in accordance with all NOPD regulations and policies
and to the high professional standards set by the New Orleans Police Department.

| acknowledge that | am not allowed to work more than a total of 16 hours combined of primary, overtime, secondary, or outside work in any 24 hour period of
time, and no more than 24 hours of secondary employment per calendar week without prior approval of the Superintendent of Police, and that I will actively monitor
my hours and comply with this departmental policy.

| have either completed my FTO certification or understand that | am required ave a supervisor in the rank of sergeant or above with me at all times during

my secondary employment work.

1 shall not engage in secondary employment while in any of the following
leave without pay, suspended or under administrative reassignment with a ré
have completed one full shift of duty prior to working a secondary employ,

I acknowledge that the New Orleans Police Department strictly
following businesses: alcoholic beverage outlets (ABO), private investigati
from employment requiring that the employee act as a civil proceg

om representing anyone before any court or agency of the City, with or without
compensation, on a matter in which the City is a party or has-a antial/intetest; serving as an expert witness in his or her private capacity in any civil or criminal

proceeding in which the City is a party or has a substantial in ecopidary employment during court hours while the employee is under a conflicting
subpoena; disclosing confidential information acquired ip ny secondary employer; using on-duty time to conduct investigations or take other
law enforcement action on behalf of a secondary emplg d be an actual conflict of interest or appearance of a conflict of interest; knowingly
participating in, or soliciting the creation of, any corp¢ , fund, or cooperative banking account for the purpose of billing, receiving compensation,
or coordinating services of secondary employment; ssignment that will interrupt or occur during the employee's assigned on-duty NOPD shift.

__ lacknowledge that the New Orleans Police prohibits its members from participating in the solicitation, coercion, or individual or cooperative
coordination or brokering of paid detail oppg pt to circumvent, or actual circumvention, of the secondary employment policy or the secondary
employment system as set forth and managed olice Secondary Employment shall subject officers to discipline as warranted, up to and including
dismissal.

__lacknowledge that NOPD emplo ondary employment, their friends, or relatives shall not be permitted to receive any compensation, either
payment or in-kind, including bonuses or gi compensation, bonus, or gift, is provided through and documented by the Office of Police Secondary

Employment and is in accordance with the Louisia gde of Governmental Ethics for public servants. Nominal compensation in the form of food or beverages is
permitted in accordance with the Louisiana Code oFGovernmental Ethics for public servants. | further agree to abide by the Code of Ethics for the City of New Orleans.

[FOR RESERVE OFFICERS ONLY] As a Reserve Division member, | acknowledge that before | may work any secondary employment opportunities, | must have
worked the requisite number of shift hours in the prior calendar month according to NOPD policy.

| have read and understand the OPSE’s Policies and Procedures for Customers and Officers.

All of the information submitted herein is true and correct to the best of my knowledge, and it is my responsibility to keep it updated.

G "hitpdl

mpiete registration.d.

Immediate Supervisor: Date: APPROVED/DISAPPROVED
Division or District Commander: Date: APPROVED/DISAPPROVED
Deputy Superintendent/Bureau Chief: Date: APPROVED/DISAPPROVED
Superintendent of Police: Date: APPROVED/DISAPPROVED
Compliance Section/Initials: Date:
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Instructions
OPSE/NOPD Form Per-1, 21 Nov 2013, Secondary Employment Agreement and Authorization Form

General instructions:

e  OPSE/NOPD Form Per-1is an interagency document which must he submitted through an officer’s chain of command prior to he or she
being placed on the active roster of officers eligible to work secondary employment through the Office of Police Secondary Employment.

ted form, it will be forwarded to the Office of Police Secondary
Employment where it will be logged and kept on filel O v d the date the form is received in the officer’s file and electronic
profile. Renewal reminders will be sent to the officerpr P n’s annual expiration.

e ltis the officer’s responsibility to ensure that
work information change, he or she must record
notifying OPSE via email to OPSE@nola.go

anges in a timely manner either by updating his or her electronic profile or

Personal Information Section:

All personal information will be used strictly4
Ensure all information is accurate so that

Contact Information Section:

All contact information will be use
that OPSE is able to contact you t0Q
especially important that you mark yo
opportunities. If you do not indicate youryp
an address or texted to a phone that you do

erred phone and email contact information, as OPSE will use those details to offer you job
efred contact methods, you may miss opportunities to work because the job offers were sent to
often check.

Work Information Section:

All work information will be used to verify an officer’s ability to work a job prior to him or her being offered the opportunity. If your schedule is
predictable, and you work one of the three standard NOPD platoon shifts/watches, simply check the appropriate box. If your schedule varies, or is
not standard, record the start and end times for each day of the week, and if necessary use the “additional description” space to be as specific
about your schedule as possible. If OPSE is unable to discern and record your regular work schedule because it is not sufficiently or accurately filled

out in this section, you may not be offered secondary jobs.

ork prefer ect will be used to regord your gferenﬁﬁs bout the types of;jobs you prefer tg work. This dogs ngt me that you

v A q Ny ;

WEThot e e/ o ol 105 1(0r<C 0ol Gt v O ©fcees

and, where possible, alignthose opportunities with your preferences Check the boxes tor those categories of jobs you er. Only check the
“traffic escort” and “K9” boxes if you are currently assigned to those units.

Acknowledgements and Signatures:

In keeping with OPSE’s commitment to fairness, transparency, and integrity, we require that every officer who wishes to be offered opportunities
for secondary work have read the OPSE policies and procedures handbook, as well as specifically acknowledge some of the new policies in order to
avoid some of the actual or perceived problems of the old system. Officers should initial each of the “I acknowledge” statements, sigh and date the
form at the bottom, and forward the signed form through his or her chain of command. Supervisors should circle either “APPROVED” or
“DISAPPROVED,” sign and date the form and pass it to the next reviewing authority or, once complete, to the Compliance Office.
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